DOCUMENT RESUNME

07957 - [C33484431

(Reviewv of the Office Equipment Service of the House of
Representatives for tLe Year Ended June 30, 1978]. 650-75~3;
B-114865. November 28, 1978, 3 pp. ¢+ 3 enclosures (4 PPs) s .

Report to Edmund L. Henshaw, Jr., House of BRepresentatives:
Clerk of the House; by Elmer B. Staats, Comptrcller General,

Issue Area: Accounting and Financial Reporting: Operaticns,
Financial Position, and Changes (2802). '

Contact: General Government Div.

Budget Function: General Government: lLegislative Fupcticrs
(801).

Organization Concerned: House of Representatives: Jffice
Equipmen: Service,

Congressional Relevance: House Committee on House
Adminis‘ration; Congress.,

Authority: 2 U.S.C. 112e,

The Office Equipment Service of the House of
Representatives furnishes electrical and mechancial office
equipment to Members, officers, and ~<smittees of the House of
Representatives, Examination cf selected purchase and disposal
transactions showed that they were properly documented and
recorded and that the Service's records adegquately accourt for
purchased equipment and provide adequate control over tue dollar
amount of equipment chargeable to Henmiers. Reccrds cn leased
equipment wvere also adeguate. Operating costs for the Sexvice
for the year ended June 30, 1978, were $5,766,076¢, (SC)



COMPTROLLER GENERAL OF THE UNITED STATES
WASHINGTON, D.C, 20348 54

B~114865 | NOV 23 97

The Honorable Edmund L. Henshaw, Jr.
Clerk cf the House of Representatives

Dear Mr. Henshaw:

Pursuant to your April 14, 1978, request, we reviewed the
activities of the Office Equipment Service of the House of
Representatives for the year ended June 30, 1978.

GENERAL COMMENTS

The act of December 5, 1969 (2 U.S.C. 11l2e), as amended,
directs the Clerk of the House to furnish electrical and
mechanical office equipment, in accordance with the limita-
tions and regulations prescribed by the Committee on House
Administration, to (1) Members (including the Rusident Com~
missioner from Puerto Rico and Dzlegates to the House of
Representatives from the District of Columbia, Guam, and the
Virgin Islands) and (2) officers and committees of the House
of Representatives.

The Committee on House Administration has issued regula-
tions establishing equipment purchase and lease programs for
Members and authorizing equipment purchases for committees
consistent with individual needs. 1In ¢ Idition, the Clerk
may purchase or lease equipment for Officers of the House
with the approval of the Committee on 3douse Administration.

Enclosures I and II set forth the Committee's regulations
pertaining to the Members' lease and purchase programs.

The Clerk's responsibilities for furnishing electrical
and mechanical office equipment are carried out by the Ser-
vice's accounting, messenger, and typewriter repair service
units.
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The accounting unit consists of a chief, an assistant
chief, and six clerks. It maintains accounting control over
owned and leased office equipment and is responsible for
leasing, purchasing, and disposing of electrical and mechani-
cal office equipment.

The messenger unit cons.sts of a supervisor, a repairman,
and five messenger-~laborers. It is responsible for picking
up, delivering, and transferring electrical and mechanical
office equipment.

The typewriter repair service urit consists of a repair-
man-supervisor, a clerk, and 10 repairmen. [t is responsible

for cleaning and repairing automatic, electr ", and manual
typewriters.

We reviewed the controls over owned and lesased eguivment,
examined selected purchases and disposals of eguipment, .nd
test checked the repair parts inventory.

PURCHASED OFFICE EQUIPMENT

The Service maintains a computerized system of accounts
which provides for each type of eguipment /(1) information on
the inventory at the beginning of the year, the acquisitions
and disposals during the year, the inventory at the end of the
year, and the items furnished to and accountable by each Member
Or officer and (2) a summary listing of disposed equipment.

The June 30, 1978, inventory of office equipment consisted of
12,411 items with an acquisition cost of about $8.3 miilion
and a net book value of about $4.4 million. (See sch. 1.)

Our exami: 1tion ~f selected purchase and disposal trans-
actions showed that t.ey were properly documented and record-
ed and that the Service's records adequately account for pur-
chased equipment and provide adequate control over the doliar
amount of equipment chargeable to Members.

LEASED EQUIPMENT

The Service maintains manual records of leased office
equipment consisting of (1) a control card for each item
and (2) an account card for each Member or officer. The
control card shows the Member's or officer's name, the lease
order number, the lessor's name, a description of the leaged
item, the rental rate and period, and the rent paid.

-2-



B-114865

The Service does not maintain records of leased computer
equipment or equipment leased with committee funds by the
various committees of the House of Nepresentatives.

The Member's account card shows the items of equipment
leased for the Member or officer, the anrnual rerntal rates,
and the installation and cancellation dates of each lease,

1.@ Service uses the record cards (1) to verify vendors'
b.llings and (2) to provide the House Finance Jffice with a
monthly report of Members' leasing costs to be charged against
their allowance for official expenses.

OFFICE EQUIPMENT SERVICE'S
OPERATING COSTS

The Service's operating costs for the year ended June 30,
1978, excluding the cost of forms  :ained from the Government
Printing Qffice and the cosu of da 2 processing services,
utilities, office furniture, and building space, wliich are
charged to other activities, were as follows:

Administrative salaries and benefits $ 146,789
Operating salaries and benefits 354,236
Leasing costs . 4,447,912
Depreciation of equipment 643,631
Depreciated value of equipment transferred
to the Gereral Services Administration 47,689
Repair parts 18,463
Vendor repairs 105,847
Office supplies 1,509
Total ' $5,766,076

A copy of this report is be.ng sent to the Chairman of

the Committee on House Administration.
Si ly your f
A
MA .

Comptroller General
of the United States

Enclosures
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ENCLOSURE I ENCLOSURE I

HOUSE OF REPRESENTATIVES
COMMITTRE ON HOUSE ADMINISTRATION
REGULATIONS FOR MEMBERS

F. PROVISIONS RELATING TO THE LEASE OF OFFICE EQUIPMENT

T " a. Leased electricsl and mechanical equipment shall be furnished to Members for use in their offices by
tho Clerk of the House from an approved list of such eqnipmert established by the Committee on House
Administration. No ocher equipment may be leased sithout the specific approval of the comniittee.

b. At the written request of a Mzinber. the Clerk of the House will furnish items of equipment, the
mouthly cost of which is ot covered by tii2 lease agreement. provided that—

(1) .The Menber pays the cost in excess of the limitation;

(2) the excess cost will be for a specific item; and

(3) the leasing firm agrees in writing to send a moathly or quarterly invoics to the Member for
the excess cost.

¢. A lease may be terminated upon written request to the Clerk of the House thirty (30) days from tha
date of the request.

d. The Clezk of the House will furnish equipment to be charged jointly to the allowances of two or more
Members. provided that—

{1) the l~usin, recment ciearly defines the allocation of the rental fe« and liability for
for damage or loss:

{2) the leasing agreement ciesrly defines the conditions for termination;

{3) the leasing agreemeau specifies the location of the equipment : end

{4) pricr approval of the joint leasing agreement has been obtained fiowr the Committee on
House .2 dministration.

e. Special reguiations governing the lessing of equipment follow:
Automatic ty¥pewriters:

1) A Member may retain & machine oreviously furnished uider the purzhase program of
the House regardiess of age, s larg as it ig vconomically {easible to keep it in working ordsr. or he
may tura it in.

{2) When a Member turns in a machine previously furnished under the purchase program.
it may ke replaced only through the leasing allowance.



ENCLOSURE I1I ENCLOSURE II

P. OTHER ALLOWANCES
l. EQUIPMENT PURCHASE ALLOWANCE

a. Electrical and mechanical equipmen: is purchased and owned by the House of Representatives and
is furnished under a purchase allowance to Members for use in their Washington offices. Office equipment
so furnished is liniited to those types and categories which the Committee on House Adwministrstion shall
prescribe. ’

b. The total valus of such erzipment in use in a Member’s office under the purchase allowance at any
one tims shall not exceed $5,500. :

¢. The value of each item of equipment furnished under the sbovc limitations is the initial cost of
the article less the amount of depreciation, determined on s 10-year straight line basis.

d. At the request of 3 Momber, the Clerk of Lhe Housa wi" furnish items of equipment, the cost of
which is in excess of the limitations established by these regulstions, provided that—

(1) the Member pays the cost in axcess of the limitation; and

(2) the Member agrees in writing that title to the equipment will rest with the House of
Representstives and that the Membar will claim no equity whatever in the equipment.

e. The Clerk of the House will not furnish prchased equipnient to be charged jointly to the allowances
of two or mors Members.

f. The Clerk of the House wil not purchase used equipiaent for use by a8 Member unless such squip-
ment is Jully covered by WAriAncy &3 Dew equipment of the same type.

¢ Vhen a new Member is eiected to Cougress he will inherit the equipment charged to hiy predecessor
subject to the following conditions:

(1) The inherited equipment will be retained by the new Member for a period f at least
60 days following his teloing the oath of ¢ fice.

{2) From 60 to 90 days after his taking the oath of offics, & Member may dispose of any
ecuipment that has proven wxcessive or otherwise unsatisfuctory. Requests for disposition will be
made ip writing to the Clerk of the House.

(3) Aiter 90 daye from the Member's oath of office, such equipment will be disposed of in
eccordance with the procedures outlined in paragraph h.

b. Equipmen: furnished under the purchase program will be disposed of as follows:

(1) Requests for disposition ara to be made in writing ¥y Members to the Clerk of the House,
and by the Cheirmenr of Committees and Officers of the House to the Committes on House
Administration.

(2) The equipment, except manual typewriters, will be turned in tc ths Clerk of the House
for disposal, only (i) if the condition is such that it is not conomically fessible to keep the item
operating; (ii) if the item has become obsolets due to substantial design changes; ¢+ (iii) if the item
18 fully depreciated. Manyal typewriters may he turned in at any time.

(3) The Clerk of the House wil! examin» the equipment to determine whether it mee.s the
criteris for disposal.

(#) Disputes with the Clerk of the House as to the determination of w! ther an item reets
the criteria for disposal may be submi.ted to the Committes on House Administ. \tion for hesaring.

(5) The Clerk of the Hotise will dispcae of worn out or obsolete equipment ¢ ‘ly through the
General Services Administration.

~ (8) If & member has equipment which is surplus to his needs, but which joes 1 ot qualify for
disposal, he may, upon notification to the Clerk of the House, arrange with a | {em’.er who desires
the item, to transfer it to the other Member's account at the depreciated value.



ENCLOSURE II ENCLOSURE II

i. All equipment furnished nnder the pvrchase program will be subject to the following inventory

procedures:

(1) At the beginning of each session of Congress, the Clerk will send a list (in duplicats) tc
each Member, cummittee, or office of the House, showing assigned equipment. Each Member,
Chairman of a committee or top official of an office, will return one copy to the Clerk certifying
that the items are in his office. If the certification is not received within 30 days the Clerk will
conduct & physical inventory of the equipment so charged.

(2) When s Member has bean defested in an slection, or otherwise leaves office, the Clerk will
conduct an immediate physical inventory of the equipment sssigned to that Member's office. If
the departing Member is & comunittee chairman, the Clerk will also inventory the equipment assigned
to the committes. In any periods during which a vscancy exists in a congrecs.nal district, a com-
mittes chairmanship or House office, the staff employee in charge of operstions in the vacated office
is responsible for the assigned equipmant.

(3) Inthe event of the change of the majority in the House, there shall be an immediate physical
irventory of the offices afected.





